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Introduction
My name is Kumael Alshimer and I came from Saudi Arabia. My major is Business Administration. The idea of studying Business Administration has interested me impressively and has encouraged me to further progress my education following this path. I have an intense interest to pursue a degree in Business Administration as I appreciate the challenges it sets and find the several different areas of business I can branch out into, very exciting! From research about the subject, I am expecting to significantly further my learning of how businesses function and be able to then put my knowledge into practice. I am assured within myself and find communication with others easy. I want to study at university to deepen my understanding of the knowledge and skills I already have. I chose to do Business Administration because of four major reasons.  The first reason and the major one is that I need to start my own business back at home in Saudi Arabia. The second reason is that I want to assist my father in future after I have graduated from college in organizing and managing our construction company. The third reason that made me choose this course is that business is a good major to take and learn from other people from every corner of the world. The fourth and the final reason that I need to understand on how to handle and encounter with tough situations in business and real life as well. Business Administration is an extensive field that integrates many styles of management
 positions (Pinckney Edwar (Pinckney Edwards)ds). From main corporations to independent businesses, every operation requires experienced administrators for them to succeed.

In the precise meaning, Business refers to a planned tactic to providing customers with the goods and services they need. Over the years, Business Administration has taken the form of a recognized field of knowledge, besides engineering medical and even closely-related Economics. In the 20th century, with the growth and advancement of business schools in America and Europe, the subtleties of Business Administration transformed. Business Administration comprises the management or performance of business operations, decision making and the well-organized individuals and other resources, to direct activities toward corporate objectives and goals. Generally, the administration is the comprehensive function of management, including the funds, staff and MIS services associated with it. Some analysis view management as a subject of administration, specifically connected to the practical and operational elements of a firm, different from the managerial or tactical functions (Cam). On the other hand, administration can refer to the administrative or operational routine office duties performance, usually internally oriented and reactive. A business administrator oversees and organization and its entire processes. His major task is to ensure that the business achieves its objectives and it has a proper organization and management. Business Administration courses prepare a person for a career in business management. Students who enroll in this major learn about the various ways and strategies about business management. Its courses enable students to efficiently manage and control tasks and projects in line with global business standards. Students, as well as professionals who plan to manage teams, responsibilities, and schemes, are greatly endorsed to take basic business management courses. They can choose from a selection of diverse business administration courses. Business administration courses include 

 An associate's degree in business primes a person for entry level positions in the field. Earning a bachelor's advances, a person's understanding with skills of structural leadership, handling people and tactical planning. With a bachelor's a person qualifies for a number of business functions right out of school. Several individuals choose to continue their education by earning a Master in Business Administration, a highly valued advanced degree that shows an assurance to leading in the field. A master's usually takes about two years to get. In business, everyday processes are as significant as long-term policies for the future. A profession in business touches on Information Technology, management dynamics and progressively on morals and global interactions. There is unbelievable room for development in the field. Graduates with an associate's degree in business are appropriate for entry level careers, including elementary management and organizational roles in private, public, and non-profit firms. With a bachelor's degree in Business Administration, a person qualifies for a range of leadership positions and other unconventional roles in private, public, and nonprofit organizations. They have the preference to work across businesses as a business specialist, human resources generalist, operations manager, or marketing specialist. Various Business Administration graduates also venture into entrepreneurship, creating their own successful businesses from the ground up. Some job titles associated with Business Administration include a corporate controller, executive director, and independent consultant.
Cam, Gilbert A. Businss Administration. Bostn, Mass: Bellman: Co, Inc, 1940. Pr
Rubric 

Phase Two: MS Excel

	Worksheets
	Content
	Possible
	Earned

	1
	Create an Excel Spreadsheet that will support at least 5 Employees for your corporation.  Include at least 8 pieces of information to describe your employees.
	15
	

	2
	Create an Excel Spreadsheet that will account for all the Merchandise your business sales. Include at least 8 products and at least 6 pieces of information about each one. 
	15
	

	3
	Create an Excel Spreadsheet that will account for all the Customers you may have at your business. Create at least 7 different customers and outline at least 8 items of information for each person.  
	15
	

	4
	Create an Excel Spreadsheet that will account for all the Reoccurring bills at your business.  Include at least 8 bills and at least 5 items of information needed for each bill.
	15
	

	5
	Create an Excel Spreadsheet that will account for all the Transactions you will have. Include at least 10 transactions, and list at least 7 items of information about each transaction.
	15
	

	6
	Create an Excel Spreadsheet that will display the Weekly/Montly Financial statement information about the business.  It will list all sales, debts, profits, taxes, salaries, bills on this one comprehensive sheet.(note: don’t copy/paste from other sheets, you need to generate information with formulas)
	25
	

	6 total Worksheets
	Total
	100 
	

	
	You will use only One Excel book, but 6 different worksheets. Please create worksheet using the following format (not limited to):

· Apply a theme 

· Worksheet tab named properly

· Worksheet should have title, column header

· Use different font size, font color to format your sheet

·  Use currency style to format your dollar amount

· Must use formulas when applicable

If violated you will lose up to 20 points.  
	Minus 20 points Max
	

	Instructor Notes:


Rubric 

Phase Three: MS Access

	Items
	Content
	Possible
	Earned

	1 table 

&

2queries
	Create an access table that will support all the Employees for your corporation.  Include at least 2queries for this table.
	15
	

	1 table 

&

2queries
	Create an Access table that will account for all the Merchandise for your business sales.  Include at least 2 queries for this table.
	15
	

	1 table 

&

2queries
	Create an Access table that will account for all the customers your business interacts with.  Include at least 2queries for this table.
	15
	

	1 table 

&

2queries
	Create an Access table that will account for all the reoccurring bills that your business have per month.  Include at least 2 queries for this table.
	15
	

	1 table 

&

2queries
	Create an Access table that will account for all the Sales Transactions that your business makes each week/month.  Include at least 2queries for this table.
	15
	

	3 queries
	Create a total of 3 queries that explain the financial position of your business. The queries should represent a combined set of tables from the ones previously created.
	25
	

	5 tables

&

13 Queries
	Total
	100 
	

	
	Your database, tables and queries should be named properly. Your table should have the descriptive field name, proper primary key and meaningful data records. You should use criteria to create queries   
	Minus 30 points Max
	

	Instructor Notes:


